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Disclaimer

All student data provided in the following 
reports are fictitious. Student names, DOB, 

GPAs and school information has been modified 
to protect all third parties. All material 

presented today is for training purposes only.
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Complete and submit: 

 WebGrants System 
Administrator’s Access 
Request Form or User 
Access Request Form

 Information Security and 
Confidentiality Agreement

Getting Started with 
WebGrants
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WebGrants Access Forms

• 1 Authorized Official 

• 2 max System Administrators
• Immediately grant/disable 

user access 

• User Access Request Form
• Maintained at school for each 

user

• Renewed annually by July 31 
or with change of staff

• Records to be retained for 3 
years

• Complete the Information 
Security Training
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Information Security Training

• Complete security training 
annually

• Must cover the following 
areas:
• Information security
• Privacy
• Confidentiality

• Must retain training 
documentation at the 
institution
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Your WebGrants Account
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Your Account Details

 Keep your personal info up-to-date (phone number, email address)

 Change your password if necessary. 

 View who (at your campus) is your System Administrator(s)
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If You Are The System 
Administrator…

You have access to create/change WebGrants User 
Accounts for your campus
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User Administration
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Adding a New User

• User ID must be unique

• All fields marked with 
(*) are required

• Access cannot exceed 1 
calendar year

• User Access Forms 
must be kept on file 
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Adding a New User

• Assign access to 
specific WebGrants
screens depending 
on what the User 
will be doing

• For Example: a User 
from your fiscal 
office may only 
need access to 
‘Report Download’, 
and the 
Reconciliation 
screens. 
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Disabling User Access

 Disable 
WebGrants
access for staff 
that depart

 Input the date on 
the “End Date” 
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WebGrants User Access Report

• View all active or 
inactive accounts 
for your campus

• See when each 
User account will 
expire (End Date)
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Best Practice

 Renew your access each year

 Set reminders to review user end dates

 Information Security Confidentiality Agreement

 System Administrator Access Request Form

 Contact Technology Help Desk for access assistance

 888-294-0148

 csachelpdesk@csac.ca.gov

 Contact Institution Support for assistance

 888-294-0153

 schoolsupport@csac.ca.gov

mailto:csachelpdesk@csac.ca.gov
mailto:schoolsupport@csac.ca.gov
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Award Summary

 Displays history 
of a Cal Grant 
application for 
individual 
students

 Hover mouse 
over many of the 
fields to see 
more detail
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• Information 
listed on the 
FAFSA or 
Dream Act 

• View details of 
award or 
disqualification 
by Academic 
Year

• Shows Cal A & 
B Scores

Student Award Detail
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Student History

• Each term 
payment ever 
reported

• Dollar 
amounts

• Amount of 
eligibility 
used for each 
payment

• Remaining 
eligibility
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Simulator

 Allows 
schools to 
simulate a 
student’s 
award 
amount at 
your campus

 Applies to 
awarded 
students
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Grant Record Changes (G-21)

• Changes/updat
es to student 
records

• All G-21’s 
submitted are 
reviewed by 
Commission 
staff before 
approval
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School Info Menu
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Institution Demographics
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Contact Information
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Cost Estimate
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Dream Act ISIR Search Screen

A student’s application will return unsearchable 
if the student does not add your institution to 

their CADAA
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Dream Act Search Results
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Cal ISIR Correction Screen
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Confirmation View Screen
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Cal SAR Screen
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Cal SAR
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Timing of Rosters

 When do we release rosters?
 2018-19 AY – February 2018
 2017-18 AY – May 2017

 When do students appear on the roster? (by 
cycle)
 High School Entitlement – after students are 

claimed
 Transfer Entitlement – immediately after award 

processing
 Competitive – immediately after award processing
 Cal Grant C – after students are scored
 Renewal – immediately after award processing
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Timing of Rosters

 What are the next steps?

 Identifying Cal Grant awardees at your campus

 Certify student eligibility

 Collect appropriate verification documents

 Verify any holds or flags

 Education Level

 AB 840 
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Identifying Cal Grant Awardees

Implementation of the Claiming Process:

 Utilize the Award Status Extract

 Provides 2 reports

 Awarded 

 Not Awarded

 Processing a School Change to ‘claim’ the 
student on your roster



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Confirmation Required
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Display Roster

 Grant ID

 Cycle ID

 Housing

 Dependency Status

 New/Renewal 

 Education Level

 CSAC Budget

 EFC

 Remaining Eligibility 

 Roster Section

 Flags

 Terms

 Program Code

 Award Type

 Annual Award

 Term Award
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Display Roster

 Forecast Eligibility – identifies how much 
eligibility the student is expected to use for 
the academic year

 Custom Codes – allows a school to flag 
students for various things that aren’t already 
identified by the Commission on the roster
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Display Roster

 Scenario:

 If a school reports an adjustment that is a 
lesser value that the maximum term amount, 
roster term amount will reflect the reported 
amount after it has been reconciled

 If the student is eligible for the maximum term, 
school needs to increase payment so the roster 
can reflect the reported term amount

 Maximum Term Amount: $836

 School reports FT $835



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Grant Roster Data File
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Grant Roster Data File

 Report payments using batch upload process
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College Reports
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What reports are available?

 Accept/Reject

 Award Status Extract

 School Change 
Upload

 E2 Verification

 Education Level (EL)  
Verification

 Education Level (EL) 
Verification 
Accept/Reject

 Monthly Payment 
Activity

 Cal C Supplement 
Recipient

 Unclaimed Awards 
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Accept/Reject Report
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Award Status Extract
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Cal Grant C Supplement Recipient
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E2 Verification
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Education Level (EL) Verification
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Education Level (EL) Verification 
Accept/Reject



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Monthly Payment Activity Report
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School Change Upload
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Unclaimed Awards
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Helpful Strategies

 Save the tools into a folder 
on your computer for easy 
access

 Save the desired data file 
report(s) to your computer

 Import the data file report 
into the appropriate tool 



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Locating tools in WebGrants
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The Tools Page in WebGrants
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Available Tools in WebGrants

 Roster Data File Comparison- Provides comparisons 
between a previous roster data file and the current file

 Grant Roster Template- Formats roster data files 
into a Microsoft Excel Spreadsheet

 Reconciliation Template- Formats reconciliation 
data files into a Microsoft Excel spreadsheet

 EL Verification Template- Formats EL Verification 
data files into a Microsoft Excel spreadsheet

 Unclaimed Awards Template- Formats Unclaimed 
award data files into a Microsoft Excel spreadsheet 
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Data Files for Templates

Template Data File

Grant Roster Grant Roster

Reconciliation Reconciliation Detail Data*

Education Level Verification Education Level Verification

Unclaimed Awards Unclaimed Awards

All data file can be located under Data Transfer > Report Download

*This file is located under Roster/Reconciliation > Display Reconciliation
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Roster Data File Compare
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Roster Data File Compare
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Roster Data File Compare
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Roster Data File Compare
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Grant Roster Template
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Grant Roster Template
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Grant Roster Template
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Reconciliation Template
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Reconciliation Template
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Reconciliation Template
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California Dream Act ISIRs
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California Dream Act ISIRs
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Customizing Your Roster
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What is Reconciliation?

• Verification that all Cal Grant 
funds have been disbursed to 
each student in the correct 
amounts

• Confirmation that all 
payments have been properly 
reported to the Commission
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What is Reconciliation?
CSAC

Financial 
Aid Office

FISCAL 
(Inst. Business Office)

Communication
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Payment Period Reconciliation

Per the 2017-21 Cal Grant Institutional 
Participation Agreement:

“Institutions are required to reconcile payments 
no later than 60 calendar days after the end of 
the payment period.”

“Reconciliation does not preclude adjustments 
or payments after that date.”
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2017 Reconciliation Timeline

Month Description

August 2017– June 2018 Payment Period

July 2018 – September 2018 Correction period

September 6, 2018 Final Reconciliation

Late September 2018 Invoicing for excess funds

October 2018 Beginning of penalty letters
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4 Steps for Accurate Reconciliation
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4 Steps to Accurate Reconciliation

1. Ensure that payment and student statuses are 
reported to the Commission correctly

2. Account for funds received from CSAC

3. Verify accuracy of disbursement amounts for 
each student 

4. Ensure that any remaining funds are returned 
to the Commission after Final Reconciliation
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Step 1
Ensure Payment and 

Student Statuses 
were Reported 

Correctly
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Ensure Payments are Reported

 Report payments in WebGrants

 Adjust payments for attendance status

 Full Time (FT)

 Half Time (HT)

 Three Quarter Time (TT)

 Adjust tuition awards for students who 

withdraw from the institution

 Watch for limited eligibility situations
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 Disbursing funds to a student without reporting 
the payment in WebGrants

 Reporting a payment for a student who is not in 
attendance at your school

 Reporting incorrect dollar amount

Common Reporting Errors
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Step 2
Account for funds 

received from CSAC
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Account for Funds Received

 Check with Business Office

 Check Monthly Payment Activity Report

 If any questions about Electronic Funds 
Transfer (EFT), contact 

the Commission

EFT@csac.ca.gov
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 When all Cal Grant funds are exhausted:

 Supplemental Funds sent automatically via EFT 
or warrant to institution

 Supplemental payments appears on the 
Monthly Payment Activity Report

Supplemental Payments



Student Aid Commission
California

Step 3
Verify Accuracy of 

Disbursement 
Amounts for Each 

Student
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Verify Disbursements

• Ensure that payments reported to the 
Commission accurately reflect the amount 
disbursed to each student

• Check for reconciled payments or adjustments 
(RP/RA) on a weekly basis (Accept/Reject 
Report)

• Utilize the Reconciliation Summary 
Report and Detailed Data Report to 
compare against your accounting ledger 
reports
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Step 4
Ensure That 

Remaining Funds are 
Returned to 
Commission



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Final Reconciliation

 September following the award year

 All roster payment adjustments and corrections 
should be done prior to September 6th

 Excess funds must be returned to the Commission
May not be applied to any other student
May not be carried over to next award year

 Invoices sent to institutions in late September 
and are due within 30 days

 Any dispute regarding invoice will not be reviewed 
until invoice is paid in full
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• Submitted via check made out to the California 
Student Aid Commission

• Include a letter of explanation that contains:
 Student Name
 CSAC ID Number
 Term for which funds are bring returned
 Amount
 Contact information

• Mail to:
California Student Aid Commission
Fiscal and Administrative Services Division
P.O. Box 419026
Rancho Cordova, CA 95741-9026

Returning funds for a Closed 
Academic Year
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Things to DO and NOT DO

DO
✓Make adjustments in WebGrants

✓Check reports (i.e. Monthly Payment Activity, Accept / 
Reject)

✓Send check upon receipt of invoice at close of academic year

✓Attach proper documentation with refunds

✓Train new staff

NOT DO
×DO NOT send refund checks during open academic year

×DO NOT forget to reconcile timely

×DO NOT pay all students at FT at the beginning of the term
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Projects and 
Resources
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5 Things You Should Know

1. Department of Technology developed a 
Project Approval Lifecycle (PAL) for all 
Statewide Project Assessments 

2. GDSM Must Meet the Stage/Gate Model 
Requirements (which is part of PAL) in 
order to approve a contract to start the 
new GDSM Solution. 



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

5 Things You Should Know

3. GDSM will make WebGrants4Students 
website and CSAC Applications 
Compatible with multiple internet 
browsers, apps, and mobile devices.

4. CSAC hopes to integrate all CSAC 
Programs into one Application Process 
and System.

5. Project Launch Date is Targeted for Fall of 
2020
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Stage 1
Business Analysis

Department of Technology Oversight and State Entity Collaboration

Identify 
Problem/ 

Opportunity

Establish 
Business

Case/Need

Ensure Strategic
Alignment

Assess 
Organizational 

Readiness

Stage 4
Solution Analysis

Select Vendor

Vendor Contract 
Management

Assess Project 
Readiness

Stage 2
Alternatives Analysis

Develop Mid-level 
Solution 

Requirements

Assess Existing 
Business Processes

Recommend 
Solution

Market 
Research

Identify Solution 
Alternatives

Stage 3
Analysis

Develop 
Solution

Requirements

Develop
Request for Offer 

(RFO)

DOF/Legislature 
APPROVAL

Procurement and 
Staffing Strategy

Project Timeline

Baseline Project 

Completed 6/2016 Completed 4/2017
Expected to 

complete 6/2018
Expected to 

complete 7/2018



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California



Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Commission Website

http://www.csac.ca.gov/
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List-Serv Subscription

http://www.csac.ca.gov/
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List-Serv Notifications

Operations Memos

Special Alerts

Register at www.csac.ca.gov

http://www.csac.ca.gov/
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Cal Grant Handbook
http://www.csac.ca.gov/CGM/calgrant_handbook.pdf

http://www.csac.ca.gov/CGM/calgrant_handbook.pdf


Making education beyond high school financially accessible to all Californians.

Student Aid Commission
California

Helpful Training and Webinars

• General Cal Grant Information

• Payments and Reconciliation

• New Cal Grant Award Process

• Navigating WebGrants

• California Dream Act

Available @ https://www.csac.ca.gov/trainings-0

TRAiNiNG

https://www.csac.ca.gov/trainings-0
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Commission Communications
 Fund Your Future Magazine

http://www.fundyourfuture.org

http://www.fundyourfuture.org/
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Social Media

Like us on Facebook at:

Facebook.com/CSAC.StudentAidCommission

Follow us on Twitter:

@castudentaid #CalGrants

Follow us on Instagram:

castudentaid
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Institutional Support

Phone: 1 (888) 294-0153
Fax: 1 (916) 464-6499

SchoolSupport@csac.ca.gov

www.csac.ca.gov


